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From ¢ Acting Chief, Records Manmgement Staff

To

Subject: Measuring Effectiveness of the Records Managewent Program

2. At our Ares Records Officers! meeting on 18 June, we did
not conclude whether or not vour arnual report on records dispositior
activity would cover the volume of records on handat the end of the
fisecal year. . :

2. Since a showing of hande at the meeting indicated that
this information ecould bve furnished, and inaswuch as this data is
essential to weasuring program effectiveness, I would appreciate
its inclusion in your report. Accordingly, the report should cover:

8. Cubic feet of records on hand at the begianing of the -
fiseal vear.

b. Cubic feet of records disposed of during the fiscal
vear. (Do not include records disposed of b the Records

Center.)
Q. Cubic feet of records on hand at the end of the fiscal
year.

The former submission date for this report is extended to 15 August

1958.

3. Another element essentia® to weasuring records disposition
effectiveness 1s an inventorv of record keeping equipment. Accurate
'nowledge of the volume, types, and locations of equipwent will
also provide a basis for controlling equipwent utilization and :
planning your wove to the new building. ]

L, For these reasons I would suggest that you physically
inventory your record keeping equipment as soon as practicadble. {
You may find it desirable to do this as you measure your volume
of records holdings. Additional copies of the attached tallyv
sheet are asvailable.

MORI/CDF Pages 1 and
2

CIA I H-T-E-R-fi-8-L '-8-E 0.€-0.3
Approved For Release 2006/08/14 - GIA-RDP70-0051 TR0O00708050029-7



»

> Attachment:

Approved For Release 2006/08/14 : CIA-RDP70-00211R000700050029-7

CTA I-N-T-E-R-N-A-L U-8-E O-N-L-Y

5, With the help of Area Records Officers, the Records
Managewent Staff hopes to have compiled by 1 January 1959, a
cowplete inventory of all record keeping equipment used-in
headquarters. Thereafter, it will be a simple watter to maintain
a perpetual (or "woo") inventory based on issues and turn-ins
of equipment. Your help will be needed in two wavs:

a. An initlal report of your equipment invartorv between
now and 1 January.

b%. An annual statement of the number and tvpes of equipment
igsued or turned-in, as part of your fiscal vear
records disposition report.

6. Please let we know if we can assist you in compiling
the inventory I've described.

Equipwent Inventory Tally Sheet

STATINTL
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